Time Management – Lessons Learned
During a DPN national conference, three individuals, from three different projects, were asked to share the challenges they faced in managing multiple priorities and the successful strategies they implemented to structure and manage their time more effectively. Below are the outlines and guidance of those three individuals.
Wayne Rowe, Navigator, New York – Time Management Strategies
I. Territory/One-Stop Affiliates Served

A. 4 counties; 1800 square miles (Genesee, Livingston, Orleans, Wyoming Counties (G.L.O.W.)

B. 6 One-Stop Affiliates served that request 1 visit per week

C. Buffalo, Erie County and Rochester, Monroe County serve/cover case management of consumers of these counties (G.L.O.W.)

D. Communication

i. Site Visits

ii. Cell phone (does not always function properly)

II. Marketing Services and Concept of the Navigator

A. Public relations written materials

B. Job fairs

C. Articles designed to promote the aspect of the navigator to individuals and organizations 

D. Presentations

i. Design content for specific group

ii. Find out who in the system can get the maximum number of people to present to

iii. Bring appropriate materials for that group

iv. Presented as 10 minutes “hard hit” with time for questions following

v. Get information out of them to be able to reach en even greater audience

vi. Review ‘system’ to maximize time spent at presentations

E.  Give out appropriate materials to cover an even greater range

F.  Network through organizations that are there for that purpose (i.e. Chambers of Commerce)

III. System to promptly serve all involved (customer, county, state, and federal agencies, non-for-profits, private sector, school districts)

A. Development of a plan that maximizes the Navigator’s expertise

B. Maximize time spent by learning One-Stops’ needs and process flows (they are all different)

C. Develop a flexible schedule to meet their needs

D. At the same time, develop a priority system that meets the needs of both the customer and the One-Stops

E. Be aware of traveling constraints, i.e. weather conditions, fuel, traveling time, etc.

IV. Development of Collaborative Relationships with Agencies

A. Office space (in 7+ locations – free of charge)

B. Resources to work via internet (New York State Department of Labor enabled this)

C. Working relationships with counseling agencies and other organizations to better assist the customer

D. Overcome negative attitudes of agencies who felt Navigator infringed on their fee for services

E. Very good team relationship with Social Security offices

F. In this job, WHO YOU KNOW is extremely relevant to reaching the most people in need

V. Successful Strategies

A.  Treat all facilities as equals

B. Never drive is you can call

C. Use e-mails extensively

D. Faxes work for going out from me, but not coming to me because of my territory covered and my time split between offices

E. Bunch and maximize efforts per One-Stop (plan more than one meeting at a time at each place)

F. Have territory in mind when scheduling things

G. Be flexible

H. Be able to react quickly to needs that arise by priority

Jim Dorsey, State Lead, Vermont – Time Management Strategies
“IF YOU DON’T MANAGE YOUR TIME IT WILL MANAGE YOU!”  (A QUOTE FROM AN OLD“CRUSTY” NAVIGATOR IN VERMONT)

WHAT IS TIME MANAGEMENT? WHAT DOES IT MEAN TO ME?

TO ME, TIME MANAGEMENT IS JUST ANOTHER WAY OF IDENTIFYING MY WORK PRIORITIES. 

EACH OF US MUST DECIDE WHAT OUR PRIORITIES ARE. THIS INITIAL STEP IS OF UPMOST IMPORTANCE. 

I HAVE OBSERVED SOME OF MY FELLOW COLLEAGUES WORKING DILIGENTLY THROUGHOUT THE DAY PERFORMING LITTLE TASKS THAT HAVE LITTLE OR NO AFFECT ON THE MISSION OF THE OFFICE OR ANY OTHER DESIGNATED PROJECT. THEY CONSTANTLY PUT OFF UNTIL TOMORROW WHAT SHOULD HAVE BEEN ACCOMPLISHED YESTERDAY. THIS DOESN’T MAKE THEM BAD PEOPLE AND IN FACT MANY ARE BELIEVED TO BE THE MOST INDUSTRIOUS WITHIN THEIR RESPECTIVE OFFICES. OUR VERMONT CAREER RESOURCE CENTERS (ONE-STOP) CONTINUE TO BE SHORT STAFFED AND WITHOUT THE PROPER TIME MANAGEMENT THEY STAND TO LOSE BOTH THEIR CLIENT AND EMPLOYER BASE. 

IT IS UNFORTUNATE THAT THERE ARE NOT MORE EXPERTS IN THE FIELD OF TIME MANAGEMENT. THIS IS A SKILL FEW PEOPLE EVER MASTER. 

BUT YOU DON’T HAVE TO MASTER IT TO MAKE IT WORK FOR YOU. 

I BELIEVE MOST PEOPLE DESIRE TO BE BUSY AND SUCCESSFUL AND WANT TO BE GOOD AT THEIR JOBS. HOWEVER, MANY HAVE NEVER LEARNED HOW TO LOOK INWARD AND IDENTIFY THEIR OWN STRENTHS AND WEAKNESSES.  BELOW ARE SOME IDEAS ON WHAT I USE TO MAKE IT ALL WORK FOR ME.

A. LEARN WHAT YOUR STRENGTHS ARE AND USE THEM IN YOUR JOB. AN EXAMPLE OF THIS IS THAT I DO NOT TRY TO BE THE COMPUTER EXPERT IN THE AREA OF ASSISTIVE TECHNOLOGY. I LET ONE OF MY NAVIGATORS WHO IS PROFICIENT IN THIS AREA ANSWER QUESTIONS AND TRAIN THE CAREER RESOURCE CENTER (ONE-STOP) STAFF. I MAKE THE ARRANGEMENTS AND COORDINATE THE TRAINING BUT I LEAVE IT UP TO MY YOUNGER TEAM MEMBERS TO “TAKE THE POINT” ON THIS IMPORTANT ISSUE. 

B. BE HAPPY IN YOUR JOB AND ENJOY WHAT YOU ARE DOING---IT’S HEALTHY! IT’S A FACT THAT A HAPPY WORKER IS A MOST PRODUCTIVE ONE. IN MY CASE, I TRULY LOVE MY JOB, ENJOY MY TEAM MEMBERS, WORK FOR AN OUTSTANDING DIRECTOR AND COMMISSIONER AND LOOK FORWARD TO GOING TO WORK EVERYDAY.

C. LEARN YOUR JOB AND UNDERSTAND WHAT CONSTITUTES A PRIORITY. EARLY ON IN MY CAREER I OFTEN FELT OVERWHELMED AND FRUSTRATED BY THE AMOUNT OF WORK THAT WAS CONSTANTLY STACKING UP ON MY DESK. IT TOOK ME YEARS AND THE LUCK OF WORKING FOR SOME TRUE EXPERTS IN THE AREA OF TIME MANAGEMENT TO ESTABLISH MY OWN METHODS OF HANDLING THE DAY-TO-DAY WORKLOAD. THERE ARE MANY WAYS TO REDUCE THE HAZARDS OF STRESS AND BELIEVE IT OR NOT---NOT ALL STRESS IS BAD.

D. KNOWING HOW AND WHAT TO DELEGATE. IF YOU ARE A MANAGER OR A SUPERVISOR YOU MAY BE ABLE TO DELEGATE SOME OF THE WORK TO CAPABLE PERSONS. YOU SHOULD NEVER DELEGATE AUTHORITY. THAT IS SOMETHING THAT IS INHERENT IN YOUR POSITION. IN MY PEVIOUS WORK SITUATION, SOME SUPERVISORS WERE REFERRED TO AS THE “D&D SUPERVISOR.” THIS WAS NEVER MEANT TO BE A POSITIVE/COMPLIMENT. THE D&D STANDS FOR “DELEGATE AND DISAPPEAR.” TRY NOT TO DELEGATE INCOMPLETE ASSIGNMENTS TO OTHER PEOPLE.   GOOD AND EXPERIENCED PEOPLE WILL BE ABLE TO COMPLETE THE WORK WITH LITTLE OR NO SUPERVISION FROM YOU. MAKE SURE

YOU HAVE GOOD COMMUNICATIONS WITH THOSE THAT YOU DELEGATE THE WORK TO AND MAKE YOURSELF AVAILABLE TO THEM IF THEY REQUIRE GUIDANCE FROM YOU.

WHEN I RETURN TO VERMONT I WILL HAVE AN OPPORTUNITY TO PRATICE WHAT I PREACH. WE HAVE JUST DOUBLED OUR NAVIGATOR FORCE AND NOW COVER THE ENTIRE STATE WHICH MEANS COVERING TWELVE CAREER RECOURCE CENTERS (ONE-STOP). A NEW TRAINING INITIATIVE WILL TRAIN ALL NAVIGATORS ON THE ASSISTIVE TECHNOLOGY 

PURCHASED BY THE ROUND ONE, WORK INCENTIVE (DISABILITY) GRANT.  DISABILITY AWARENESS TRAINING AND ONE-ON-ONE SSA AND DOL PROGRAMS WILL BE AVAILABLE TO THE NEW NAVIGATORS. 

I KNOW FROM PAST EXPERIENCES THAT THIS WILL REQUIRE A LOT OF WORK BUT HOPEFULLY USING THE SKILLS ACQUIRED OVER MANY YEARS I’LL BE UP TO THE TASK.

“DON’T WORK HARDER---WORK SMARTER.”
John Nedden-Durst, Navigator, Wisconsin, Time Management Strategies

MY ENVIRONMENT

· RURAL  
· SPARSELY POPULATED
· MULTIPLE JOB CENTERS 

· LIMITED RESOURCES

KEY STRATEGIES - OVERVIEW

· PLANNING

· SCHEDULING

· OUTREACH

· COLLABORATION

· FLEXIBILITY

· TECHNOLOGY

PLANNING

· 6-MONTH PLAN

· MONTHLY REVIEW

SCHEDULING

· 16 MONTHLY JOB CENTER VISITS 

· SIGNIFICANT TRAVEL INVOLVED

· SETTING APPOINTMENTS

· PUBLISHING SCHEDULE

· OVERNIGHTS

OUTREACH

· PSA’S – NEWSPAPER AND RADIO

· BULLETIN BOARDS

· BROCHURES

· JOB FAIRS

· YOUTH COUNCILS

· THROUGH LOCAL EMPLOYMENT SERVICE AND VOC REHAB

COLLABORATION

· PARTNER AGENCIES

· JOINT MEETINGS

· COMMITTEE WORK

· TRUST

TECHNOLOGY – MOBILE OFFICE

· LAPTOP - DEMO

· PDA – PALM PILOT

· CELL PHONE HANDS FREE

FLEXIBILITY

· FLEXIBLE SHIFTS

· TELEWORK

